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/ W This will open the Large File Transfer sidebar on the right-hand side of the email you
. egress are composing. You can select files to attach by either dragging and dropping
multiple files or manually select individual files from the ‘Add file’ button within the
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Open a new email in Outlook and select the ‘Attach Large Files" icon. B
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From ~ john.smith@egress.com
Send

Subject |Largefi|e demo

Book Mames

Once you have finished composing your email and attached the required files, click
'Send’ to securely transfer your files and email body using Switch.

Hi Jane,
This is a demo message with large files.
Kind regards,

John
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Using the Egress Switch Client Once all relevant fields have been completed, select ‘Create package’. In the window
that opens, choose ‘Upload to Egress Cloud’. Upload times will vary depending on
internet connection speeds.

Open the Egress Switch Client from the system tray and select ‘Create package’ from [1-140903-095523] Create package - s
the malh menu. Select how you want to send 0
In the 'Package Creator’ window, use the ‘Add file’ and ‘Add folder’ buttons to attach
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Create

| é Upload to Egress Cloud

Subject:  Test Upload Upload data securely to the cloud, and send recipients an address.

Tags: | Assign custom tags o this package
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You can also transfer large files securely by burning them onto a disc or copying them
onto a USB stick. The package creator will compress the large data as a ‘.Switch’ file
that can only be opened by the end-user’s Switch ID.

415.7KB in 1 file

To notify recipients of the large files you have sent, click the ‘Send notification email

If required, you can add optional date and time restrictions by clicking on the ‘Package = . . . . =
to package recipients’ in the ‘Package Creation Complete’ window and click ‘Finish’.

Restrictions’ button. Tick the ‘Valid from’ and ‘Valid until’ boxes as required, using the
drop-down menus to set the appropriate date and time restrictions.
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Protect
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Select this policy to transparently encrypt the email message
and attachments. Authenticated users will be permitted to
save and print the message and attachments

o

Restricted

Select this policy for restricted information. Recipients are not
permitted to extract files from the package or copy message
body.

Send a netification to the package recipients

Confidential
@ Select this policy for highly sensitive information. Recipients

are not permitted to save, copy/paste or print message body
or attachments. Back Cancel

i
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A new Outlook email will open, containing a link to access the secured package.

Customise the message as required and click ‘Send’.

From - | John.smith@egress.com
|

send

To.. | [sane smith ]

. ]| ]

Subjeck | Switch Secure Package

Asecure file has been sent to you using Egress Switch.
Visit hitps://reader.egress.com/remote,aspx/13670925-af2c-401a-b0b4-16fbe9e542fS to access it online.

You will need to create an Egress Switch ID and password. This takes approximately 1 minute and will only be

required once.

Jane Smith

Alternatively, you can forward the download URL manually.

Click on the Switch icon in the system tray and select ‘Sent packages’. Double click on
the appropriate package to open and select the ‘Package properties tab’ to access the

link.
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Learn more about Egress Switch

Visit www.egress.com/online-tutorials for video tutorials on using Egress Switch,
including how to:

. Access a secure package

. Manage your packages and control access to them in real time
. Send large files securely

. Approve or deny access requests to secure packages

Technical support

Should you encounter any problems with Egress Switch or have any technical
questions, please get in touch with your Egress Technical Engineer or contact Egress

Support at www.egress.com/support.
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